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How to change PO to different vendor when there is no existing info record 
 
 
 

 Role: Supply Chain Buyer Staff Frequency: As Needed 

 
**There may already be an info record for the SAP# with the sub vendor 
 

• Go into transaction ME12 – Change Purchasing Info Record 

 
 

• Enter the Supplier# and Material#, hit Enter. 

**If there is no existing info record, you will receive the below indications (red numbers, and 
the message at the bottom of screen noting it doesn’t exist) 
 

 
 

 
 

• Go into ME11 – Create Purchasing Info Record 
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• Enter the Supplier# and Material#, hit Enter. 

 
 

• Only information needed on this screen is the UOM at the bottom, input accordingly, hit 
Enter. 

 
 

• Only information needed on this screen is highlighted below. 

**Three days is a general delivery time, Standard Qty 1 is fine to input. 
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• In Net Price, input the quote you received from CS/Rep/Vizient etc. 

 
 

• Hit Enter through the next few screens, you will see “Save Info Record”, click yes or hit 
Enter again. 

 
 

**It’s EXTREMELY IMPORTANT to delete this info record when done subbing, see below. 
• Go into transaction ME15 – Flag Purch. Info Rec. for Deletion 
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• Enter the Supplier# and Material#, hit Enter. 

 
 

• Check the two boxes under “Deletion Flags”, hit Enter.  

 
 

• You will see “Save Info Record”, click yes or hit Enter again. 

 
 


